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Chapter 1. Nature of Management 

1.1 Introduction 

1.2 Nature of Management 

1.3 Human Resource Management 

1.4 Henry Fayol's Administrative Theory 

1.5 Frederick W Taylor's Scientific Management Theory 

1.6 Purpose of Management 

1.7 Functions of Management 

1.8 Organizational Hierarchy and Managerial Skills 

1.9 Goals of the Management 

1 .10 Evolution of Management Thought 

1.11 Management and Society 

1.12 Global Business & Multinational Corporations 

 

Chapter 2.  Planning and Decision Making 

2.1 Introduction 

2.2 Planning Process 

2.3 Management by Objective (MBO) 

2.4 Strategies and Policies 

2.5 Premises and Forecasts 

2.6 Decision Making 

 

Chapter 3 Organizing 

3.1 Introduction 

3.2 Division of Work (Depart mentation) 

3.3 Staffing 

3.4 Directing 

3.5 Coordination 

3.6 Authority and Responsibility 

3.7 Decentralization and Delegation 

3.8 Empowerment 

3.9 Establishing Reporting Relationships (Levels and Spans) 

3.10 Lin and Staff 

3.11 Formal and Informal Organization 

3.12 Organizational Culture 

3.13 Impact of Technology 

3. 14 Effective Organizing 

 

Chapter 4 Controlling 

4.1 Introduction 

4.2 Nature of Control 

4.3 Scope of Control 

4.4 Controlling Process 

4.5 Types of Control 



4.6 Requirements of an Effective Control System  

4.7 Controlling Techniques 

4.8 Management by Objectives (MBO) 

 

Chapter 5 Motivation 

5.1 Introduction 

5.2 Human Motivation 

5.3 Maslow's Theory of Hierarchy of Needs 

5.4 Mc Gregor's Theory'X'and Theory'Y' 

5.5 Herzberg's Theory of Motivation 

5.6 ERG Theory of Alderfer 

5.1 Expectancy Model of Victor H. Vroom 

5.8 Mc Clelland's Theory of Motivation 

5.9 EquityTheoryofMotivation 

5.10 Motivational Techniques 

 

Chapter 6 Working in Groups 

6.1 Introduction 

6.2 Groups and Teams 

6.3 Group Dynamics and Team Management 

6.4 Committees 

6.5 Successful Operation of Teams/Committees 

6.6 Usefulness or Advantages of Group Working 

6.7 Disadvantages of Committees 

 

Chapter 7 Leadership 

7.1 Introduction 

7.2 Definitions 

7.3 Essentials of Leadership 

7.4 Leadership Theories 

7.5 Leadership Styles 

7.6 Managerial Grid 

7 .7 Situational or Contingency Approach 

7.8 Path-goal Theory of Leadership 

7.9 Transactional Leadership 

7.10 Transformational Leadership 

 

Chapter 8 Effective Communication 

8.1 Introduction 

8.2 Elements of Communication 

8.3 Purpose of Communication 

8.4 Importance of Communication 

8.5 Written. Oral and Non-verbal Communication 

8.6 Communication in Organizarion 

8.7 Effective Communication 

8.8 Barriers and Breakdown in Communication 

8.9 Listening 

 

 



 

Chapter 9 Developing Excellence 

9.1 Concept of Excellence 

9.2 Measure of Overall Performance 

9.3 Profit and Loss 

9.4 Return on Investment ROI) 

9.5 Principle of Preventive Control 

9.6 Developing Excellence through Learning Environment 

9.7 Innovative Approach 

9.8 Intellectual Leadership 

 

Chapter 10 Manpower Planning and Development 

10.1 Manpower Planning 

10.2 Overview of Staffing 

10.3 Organizational Requirement and Job Design 

10.4 Skills and Personnel Characteristics 

10.5 Selection Process - Tools and Techniques 

10.6 Employee Orientation and Socializing 

10.7 Increasing Role of Information Technology and Application of IT in HR 

 

Chapter 11 HRD Concepts 

11.1 People Management in Organizational perspective 

11.2 Function of HR and personnel Department 

11.3 Departmental Structures 

11.4 Recruitment 

11.5 Selection 

11.6 Employee Retention 

11.7 Role of Government and Organizational Environment and culture  

11.8 Multinational Organisations 

 

Chapter 12 Human Resource Management 

12.1 Individual and Interpersonal Behaviour 

12.2 Employee Attitudes and Their Effects 

12.3 Issues between Organizations and Individuals 

12.4 Interpersonal Needs: What do you want from me? 

12.5 Formal and Informal Groups 

12.6 Managing Change 

12.7 Performance Management 

12.8 Environmental Changes Affecting Organizations 

12.9 Every Manager an Agent of Change 

12.10 Internal Change Agent 

12.11 External Change Agent (Consultant) 

12.12 Employee Counseling 

12.13 Cross Cultural Behaviour 

 

Chapter – 13  Employee Relations & Trade Union 

13.1 Employee Relationship and Legislative Framework Trade unions 

13.2 Trade Unions 

13.3 Collective Bargaining 

13.4 Collective Bargaining in India: Difficulties 



13.5 Managing Conflicts 

13.6 Compensation and Benefits 

13.7 Employment of Workers in Various Industries and Service    

         Organisations and Working Environment 

 

Chapter – 14 Industrial Laws & Legislative Framework 

14.1 Role of State and Local Bodies 

14.2 Legislation Regarding Working Conditions 

14.3 Worker Safety 

14.4 Insurance 

14.5 Compensation 

14.6 Environment Pollution 

I4.7 Provision of Factories Act, 1948 

14.8 Minimum Wages Act, 1948 

14.9 Industrial Dispute Act, 1947 

14.10 The Workmen's Compensation Act, 1923 

14.11 Industrial Safety and Environmental pollution Acts 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Paper 2 

Business Economics & Corporate Finance 

 

 



 



 



 

 

 

 

 



 
Paper 3 

Business Communication 

 
Chapter 1  Nature, Process and Importance of Business Communication 

1.1 Introduction 

1.2 Defining Communication 

1.3 Nature of Communication 

1.4 Process of Communication 

1.5 Classification of Communication 

1.6 Objectives/Purposes of Communication 

1.7 Scope of Communication 

1.8 Importance and Functions of Communication 

1.9 Evaluation of Communication Effectiveness 

1.10 Organizational Communication 

 

Chapter 2  Verbal Communication: Oral and Written Communication 

2.1 Introduction 

2.2 Verbal Communication: Oral 

2.3 Verbal Communication: Written 

 

Chapter 3  Principles of Non-verbal Communication 

3.1 Introduction 

3.2 Characteristics of Non-verbal Communication 

3.3 Relationship of Non-verbal Message with Verbal Message 

3.4 Classification of Non-verbal Communication 

 

Chapter 4  Levels and Flow of Communication 
4.1 Introduction                                                                    

4.2 Channels of Communication: On the Basis of Organizational Structure 

4.3 Flow of Communication: On the Basis of Direction/Dimension 

4.4 Factors Influencing Organizational Communication 

4.5 Summary 

4.6 Keywords 

4.7 Review Questions 

4.8 Further Readings 

 

Chapter 5  Barriers to Communication 

5.1 Introduction 

5.2 Categorization of Barrier 

5.3 Overcoming the Barriers in Communication 

 

Chapter 6  Legal and Ethical Issues in Business Communication 
6.1 Introduction 

6.2 Communication Policy 

6.3 Basic Legal and Ethical Aspects in Business Communication 

6.4 Defamation 

6.5 Invasion of Privacy 

6.6 Misrepresentation and Fraud 

6.7 Other Legal Areas in Business Communication 

 

Chapter 7  Listening Skills 

7.1 Introduction 

7.2 What is Listening? 

7.3 Listening Process 



7.4 Personal Characteristics and Listening 

7.5 Types of Faulty Listening 

7.6 Barriers to Listening 

7.7 Why Barriers Succeed 

7.8 Supportive Listening 

7.9 Active Listening 

7.10 Techniques for Listening 

7.11 Effective .Listening 

7.12 Improving Listening Skills: Ten Commandments 

7.13 Silence as Communication 

 

Chapter 8  Speech Presentation 
8.1 Introduction 

8.2 Activities Involved in Public Speaking 

8.3 Determining the Purpose: Selection of the Topic 

8.4 Audience Analysis 

8.5 Researching the Topic 

8.6 Planning and Drafting the Speech 

8.7 Draft of Debatable Topics 

8.8 Organizing the Speech 

8.9 Presenting the Speech 

8.10 Developing Confidence and Overcoming Fear 

8.11 Terms Used in a Debate Speech 

Chapter 9 Meetings 

9.1 Introduction 

9.2 Meetings: Meaning and Importance 

9.3 Purposes of Meetings 

9.4 Golden Rules of Meeting 

9.5 Conducting Meetings 

9.6 Attending Meetings 

9.7 Participants' Role during the Meeting 

9.8 Written Documents Related to Meeting 

 

Chapter 10  Reports 

10.1 Introduction 

10.2 Significance of Reports 

10.3 Types of Reports 

10.4 Five W's and One H 

10.5 Report Planning                  

10.6 Report Writing Process 

10.7 Outline of a Report 

10.8 Guidelines for Writing Report 

10.9 Technicalities of Report Writing 

10.10 Visual Aids in Reports 

10.1 1 Criteria used for judging the Effectiveness of a Report 

10.12 Illustrations 

 

Chapter 11 Business Correspondence 

11.1 Introduction 

11.2 Different Types of Letters 

11.3 Essentials of a Commercial Letter 

11.4 Knowing What is a Bad Letter 

11.5 Layout of Business Letters 

 

 



 

Paper 4 

Business Ethics & Value System 

Unit 1   Business Ethics 

Introduction 

Concept of Business Ethics  

Overview of Business Ethics  

Factors affecting Business Ethics  

Objectives of Business Ethics  

Source of Business Ethics  

Morality and Etiquette  

Morality and Religion , 

Morality and Law Moral Duty,  

Right and Obligation  

Theory of Distributive Justice  

Business Ethics in Practice 

Attitude of Indian Managers towards Business Ethics  

Summary  

Terminal Exercise  

Supplementary Materials Assignment  

Reference Books  

Learning Activity Keywords 

 

Unit 2 Philosophical Foundation of Ethics Introduction 

Customary Morality and Reflective Morality  

Ethical Relativism  

Normative Ethical System  

Ethics Issues in Different Spheres 

Egoism 

Utilitarianism  

Ethical Formalization  

Theoretical Normative Ethics  

Summary  

Terminal Exercise  

Supplementary Materials Assignment  

Reference Books  

Learning Activity Keywords 

 

Unit 3 Business and Society 

Introduction 

Social Orientation of Business 

Social Responsibility of Business 

Social Responsibility and Social Responsiveness 

Gandhian Philosophy of Wealth Management 

Social Audit 

Corporate Social Performance 



Summary 

Terminal Exercise 

Supplementary Materials 

Assignment 

Reference Books 

Learning Activities 

Keywords  

 

 

Unit 4 Values and Work 

Introduction 

Characteristics of Values 

Types of Values 

Importance of Values 

Difference between Values and Skills 

Managing Leadership Values 

Corporate Values 

Business Culture and Values  

Human Values for TQM 

Quality Leadership  

Indian Ethos for Management  

Work Ethics  

Work Culture  

Corporate Culture  

Summary  

Terminal Exercise  

Supplementary Materials Assignment  

Reference Books  

Learning Activity Keywords 

 

Unit 5 Ethics at Work Place  

Introduction  

Ethics at Work Place  

Personal Values and Organizational Goals- 

Organizational Norms and Conformity 

Ethics and Decision Making 

Ethical Dilemma 

Ethics and Human Resource Management 

Ethics and Marketing 

Consumerism 

Ethics and Advertising 

Marketing Research 

Price Fixation 

Marketing Strategies 

Ethics and Corporate Governance 

Corporate Disclosure 

Ethics, Technology and Computers 

Intellectual Property Rights                                               

Ethics and Environment 



Sexual Harassment 

Summary  

Terminal Exercise         

Supplementary Materials 

Assignment 

Reference Books 

Learning Activity 

Keywords 

 

 

 

Unit 6 Ethics and Corporate Culture 

Introduction 

Measures to Encourage Ethical Conduct and Institutionalize Ethics Training 

Ethical Advocates 

Code of Conduct 

Formal Committees 

Ethics Audit 

Corporate Culture 

Professional Values and Professional Codes 

A Good Code of Ethics % 

Managing Ethical Conduct in Modern Times 

Ethical Leadership and Ethical use of Power and Authority 

Summary 

Terminal Exercises 

Supplementary Materials 

Assignment 

Reference Books 

Learning Activity 

Keywords' 



Paper 5 

Organisation Behaviour 

 



 



 



 



 



Paper 6 

Business Environment 
 

 

Chapter 1 Introduction to Business Environment 
1.1 Introduction 
1.2 Characteristics of Environment 
1.3 Types of Environment 
1.4 Environmental Analysis 
1.5 Country and Political Risk 
1.6 Summary 
1.7 Keywords 
1.8 Review Questions 
1.9 Further Readings 
 

Chapter 2 Economic Liberalization 
2.1 Economic Reforms                           * 
2.2 Reforms during the 1980s 
2.3 Reforms during the 1991 
2.4 Fiscal Policy 
2.5 Phasing out of Subsidies/Dismantling of Price Controls 
2.6 Deregulation of Industry 
2.7 Public Sector 
2.8 Summary 
2.9 Keywords                               " 
2.10 Review Questions 
2.11 Further Readings 
 

Chapter 3 Privatization 
3.1 Introduction 
3.2 Privatization Defined 
3.3 The Issue of Privatization in India 
3.4 Summary 
3.5 Keywords 
3.6 Review Questions 
3.7 Further Readings 
 

Chapter 4 Globalization 
4.1 Introduction 
4.2 Globalization Defined 
4.3 Characteristics of Globalization                                 ^ 
4.4 Impact of Globalization on the Functions of Corporations 
4.5 Summary 
4.6 Keywords                                                 ' 
4.7 Review Questions 
4.8 Further Readings 
 

Chapter 5 Industrial Policy 
5.1 Industrial Policy 
5.2 Industrial Policy 1948 
5.3 Industrial Policy 1956 
5.4 Industrial Policy 1977 
5.5 Industrial Policy 1991 (New Industrial Policy) 

5.6 Appraisal of Industrial Policy 

5.7 Summary 
5.8 Keywords 
5.9 Review Questions 
5.10 Further Readings 



 

Chapter 6 Public Sector 
6.1 Introduction 
6.2 Objectives of Public Sectors 
6.3 Role of Public Sector in the Indian Economy 
6.4 Summary 
6.5 Keywords 
6.6 Review Questions 
6.7 Further Readings 
 

Chapter 7 Financial Environment 
7.1 Introduction 
7.2 Components of Financial System 
7.3 Money Market 
7.4 Summary 
7.5 Keywords 
7.6 Review Questions 
7.7 Further Readings 
 

Chapter 8 Balance of Payment 
8.1 Introduction 
8.2 Definition 
8.3 Balance of Payments 
8.4 Equilibrium and Disequilibrium in Balance of Payment 
8.5 India's Balance of Payment 
8.6 • Summary 
8.7 Keywords 
8.8 Review Questions 
8.9 Further Readings 
 

Chapter 9  FDI in India                                                                      . 
9.1 Introduction 
9.2 Theory of Comparative Advantage and FDI 
9.3 FDI Policy of India 
9.4 FDI in India 
9.5 Entry Strategies for "Foreign Investors 
9.6 India's Share in World Economy 
9.7 Summary 
9.8 Keywords 
9.9 Review Questions 
9.10 Further Readings 
 

Chapter 10  International Bank for Reconstruction and Development World Bank 
10.1 Introduction 
10.2 Activities of IBRD 
10.3 Organization 
10.4 World Bank and India 
10.5 Importance to Business 

10.6 International Development Association 

10.7 International Finance Corporation 
10.8 Multilateral Investment Guarantee Agency (MIGA) 
10.9 International Center for Settlement of Investment Disputes (ICSID) 
10.10 Asian Development Bank 
10.11 Summary 
10.12 Keywords 
10.13 Review Questions 
10.14 Further Readings                                                              . 
 

 



Chapter 11  World Trade Organization 

11.1 WTO 
11.2 Uruguay Round and Dunkal Proposals 
11.3 World Trade Organization 
11.4 Principles of the Trading System 
11.5 Functions of WTO 
11.6 Rules of WTO (Agreements) 
11.7 Organization of WTO                                    

11.8 Regional Groups in WTO 
11.9 Advantages/Benefits of WTO      
11.10 Dispute Settlement 
11.11 WTO and Developing Countries 
11.12 Impact of WTO on India 
11.13 Summary 
11.14 Keywords 
11.15 Review Questions 
11.17 Further Readings 
 

Chapter 12  The IMF 
12.1 Introduction 
12.2 Origins of the IMF (International Monetary Fund) 
12.3 IMF's Purposes 
12.4 Organization of IMF 
12.5 Financing of the IMF 
12.6 Role of Gold in IMF 
12.7 Role of IMF in Serving its Members 
12.8 Criticism of IMF 
12.9 Difference Between IMF and World Bank 
12.10 Summary 
12.11 Keywords 
12.12 Review Questions 
12.13 Further Readings                                              . 
 

Chapter 13   Factors of Global Competitiveness 
13.1 Factors of Global Competitiveness 
13.2 The Global Competitiveness Index 
13.3 National Competitive Advantage 
13.4 Summary 
13.5 Keywords 
13.6 Review Questions 
13.7 Further Readings 



 

 

 

 


